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Agency Division/Unit 
Wicomico County, Maryland Department of Law 

Item 
No. 

Description Retention 

1. Office Operation-Reports, asset inventory, and correspondence 
specifically relating to the day-to-day operation of the department. 

Asset Inventory: Continuous 
Record. Maintain as a perpetual 
file by updating when amended or 
revised and destroying obsolete 
material. 

All other material: Scan all 
hardcopies to Maryland State 
Archives standards. Retain 
hardcopy for 1 year and until 
administrative value ceases, then 
destroy. Retain electronic copy for 
10 years, then destroy with the 
following exception: Transfer to 
the Maryland State Archive for 
permanent retention any material 
that serves to document the origin, 
development, and 
accomplishments of the office and 
has continuing administrative, 
fiscal, legal, or historical value. 

2. Personnel records -including payroll, leave records, performance 
evaluations, disciplinary actions. 

Scan all hardcopies to Maryland 
State Archives standards. Retain 
hardcopy for 1 year, then destroy. 
Retain electronic version for 10 
years after employee leaves 
employment, then destroy. 

3. Procurement Records Scan all hardcopies to Maryland 
State Archives standards. Retain 
hardcopy for 7 years and until no 
longer needed for administrative 
purposes, then destroy. Retain 
electronic version for 10 years and 
then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. _ 
Date P Q TOTt 
Signature 

Typed Name 

Title 

TfWAffffYl 
Maureen Laniqan 

Deputy County Attorney 

Schedule Authorized by State Archivist 

Date 

T i t 1*1 

Signature 


